
Date: [Insert Date] 

[Employer's Name] 

[Company's Name] 

[Company's Address] 

Dear [Employer's Name], 

I am writing to wholeheartedly recommend my friend, [Friend's Name], for the position of [Job 

Title] at [Company's Name]. Having known [him/her/them] for [number of years] years, I can 

confidently attest to [his/her/their] exceptional qualities and work ethic. 

[Friend's Name] has consistently demonstrated [his/her/their] ability to [briefly describe 

skills/achievements relevant to the job]. [He/She/They] is not only talented but also possesses a 

great attitude towards teamwork and collaboration, making [him/her/them] a valuable asset in 

any work environment. 

I believe [Friend's Name]'s skills in [specific skills related to the job] will greatly benefit 

[Company's Name]. [He/She/They] is always eager to learn and grow, and I have no doubt that 

[he/she/they] will excel in this role. 

Thank you for considering [his/her/their] application. Please feel free to contact me at [Your 

Phone Number] or [Your Email] if you have any questions or require further information. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


